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Using Standard Comments in a PO 1.1
Supplemental Job Aid
Date: 07/11/2014
Target Audience: Department Buyer and Department PO Processor
Purpose: This Supplemental Job Aid provides Department Buyers and Department PO Processors the instructions for entering standard comments in Purchase Orders.
[bookmark: _GoBack]Title: Using Standard Comments in a PO
Every Purchase Order created in FI$Cal is must contain one of three Standard Comments: IT, LPA, or N-IT. Standard Comments should be added to the Purchase Order at the Header level. To add a comment, click the link to Add Comments or Edit Comments from the PO page, then click the Use Standard Comments link. Enter “PD” for the Comment Type then enter the applicable Standard Comment (IT, LPA, N-IT.), or click the magnifying glass to the right of Comment ID to look up the correct value.  
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Each comment is designed so that users can include the General Terms and Conditions. The LPA comment also includes the ability to identify the LPA utilized. 
The next screenshots show the Standard Comments text. The user should type over the “XXX” in the comment with the correct information for the specific Purchase Order. If additional fields are needed to accommodate your department’s current Chart of Account structure, you may add them to the Standard Comments.

Standard Comments for IT Goods and Services:
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Standard Comments for Non-IT Goods
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Standard Comments for LPAs
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PURCHASING AUTHORITY NUMBER: 00X

General Provisions are incorporated herein by reference to: Form GSPD -401 IT revision date 11/27/2013.
Published at www dgs ca govipd
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PURCHASING AUTHORITY NUMBER: 00X

‘General Provisions are incorporated herein by reference to: Form GSPD -401 Non-T Commodities revison
date 06/08/2010. Published at www.dgs.ca.govipd
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PURCHASING AUTHORITY NUMBER: 00X

LEVERAGED PROCUREMENT AGREEMENT NO.: XX

‘Terms and Conditions:
“This order is issued under a Depariment of General Senvices (DGS) Leveraged Procurement Agreement
(LPA). Terms and Conditions setforth in that agreement (LPA number referenced above) are incorporated
herein by reference as if setforth in full text
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